Hint

You press and hold the
[Shift] key while you draw
the line to keep the line
straight.

If no results appear, click
Go a second time.

Six~Paner. Brochure For Britist CasTLe Tours

Six-Panel Brochure for British
Castle Tours

You need to create a six-panel brochure on tours of the United Kingdom. Page 1 of the document
consists of the inside three panels of the brochure (panels 1, 2, and 3), and page 2 consists of the
folded-over panel, the back panel, and the front panel (panels 4, 5, and 6). To create the brochure for
British Castle Tours, you need to Set Up the Brochure, Create Page 1, and then Create Page 2. The
completed brochure is shown in Figure B-10 and Figure B-11 on pages 39 and 41.

Activity:

Set Up the Brochure

You need to set up the brochure in landscape orientation, create a header and footer that appear only
on the first page of the brochure, and then insert and modify a clip-art picture in the footer.

Steps:

1. Open a new blank document in Word, click the Page Layout tah, select Landscape arientation,
select the Narrow margin setting (all four margins at 0.5"), then save the document as British
Gastle Tours Brochure in the location where you store your Data Files

2. Click the Home tab, right-click Normal in the Styles gailery, modify the Normal style so that the
font is Arial, then modify the Heading 1 style so the font is Arial and the font size is 16 pt

3. Switch to Page Width view, insert a header using the Blank style, then click the Different First
Page check box in the Options group to select it

4. Click the Insert tah, click the Shapes button in the lllustrations group, click the Line button [, hold
down [Shift], then draw a straight line in the header to the right margin as shown in Figure B-8

5. With the line still selected, click the Shape Outfine list arvow [Z], click Blue, Accent 1, Darker
50%, click {2 -] again, click Pattern, select the Light upward diagonal pattern (second row of the
third column), click 6K, click [, point to Weight, then select the 6 Bt style

6. Click the Header & Footer Tools Design tab, click the Bo to Footer bution, click the &lip Art hutten
in the Insert group, type United Kingdom in the Search for text box, click the Results should be list
arrow, click the Photographs check box to deselect it, verify that All collections appears in the
Search in text box, click &e, then find and insert the picture of the map shown in Figure B-9
You will need to scroll down to find the picture, which shows the United Kingdom map filled with green
shading. When you insert the picture, it will appear larger than the picture shown in Figure B-9,

1. Select the contents of the Height text box in the Size group, enter 1" as the height, click Text
Wrapping in the Arrange group, click In Front of Text, then drag the clip-art picture to position it
as shown in Figure B-9

8. Double-click in the document to exit the footer, click the Results should be list arrow in the Clip Art
task pane, select the Photographs eheck box, close the Clip Art task pane, then save the document
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Activity:

Create Page 1

Although many brochures display all information in a three-column format, you decide to create a
more interesting effect by formatting the text in two columns of uneven width. Page 1 of the British
Castle Tours brochure appears in Figure B-10. As you can see, the text appears in two columns of
uneven width. Column 1 is about 3" wide, and column 2 is a little more than double that width. You
need to format the columns, then enter the text for columns 1 and 2. After you create the text for col-
umn 1, you need to insert and modify a clip-art picture, and after you create the text for column 2,
you need to insert drop caps to spell “Castle”

Steps:

1. With the insertion point positioned at the top of the document, click the Page Layout tab, click
Columns in the Page Setup group, then click the Left column type
The Left column type formats the document in two uneven columns, with the narrower column to

the left.

2.3witch to 100% view, click the Home tah, click Heading 1 in the Styles group, type Tour
Description, press [Enter], then type the first four paragraphs of text (through “bacon, eggs, and
fried bread.”) shown in Figure B-10
The text will flow to column 2 as you type. You will adjust how the text wraps between columns in
Step 4.

3. Click at the beginning of paragraph 3 (which starts “Sharon McCarthy...”), click the Insert tah,
click the Glip Art button in the lllustrations group, enter Windsor Castle in the Search for text box,
insert the clip-art picture shown in Figure B-10, right-click the picture, point to Text Wrapping,
click Square, set the Height at 1.3" in the Size group, then use your mouse and arrow keys to posi-
tion the picture in column 1 as shown in Figure B-10

4. Close the Clip Art task pane, click at the beginning of paragraph 4 (“After a day...”), press [Enter],
click at the end of the fourth paragraph (“...fried bread.”), press [Enter], apply Heading 1, then
type Moments to Remamber

3. Press [Enter], type the paragraph that begins “Here are just...”, press [Enter], then type the
remaining six paragraphs of text, typing the letters that appear as drop caps normally, and press-
ing {Entar] once between each paragraph

6. Select the text from “Chart a course” to “homes and palaces,” click the Page Layout tah, then
change the After spacing to 24 pt

1.Click in the paragraph that begins “Chart a course...”, click the Insert tah, click Brop Cap in the
Text group, then click Bropped

8. Repeat the process to add drop caps to each of the paragraphs shown in Figure B-10, then save
the document



10: Page 1 complete

FIGURE B
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By inserting manual line
breaks, you keep all the
lines single-spaced with no
Before or After spacing.

To center the picture, click
the Home tab, then click
the Center button in the
Paragraph group.

ndﬁiifu ictice

For additional practice with
the skills presented in this
project, complete
Independent Challenge 2.
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Activity:

Create Page 2

Page 2 of the British Castle Tours brochure is shown in Figure B-11. You need to select the three-
column format, then insert a table, a WordArt object, and a photograph.

Steps:

1. Click at the end of the final paragraph on page 1, click the Page Laveut tal, click Braaks in the
Page Setup group, click Soluimn, click Golumns in the Page Setup group, click More Sofumns, click
Three, click the Apply to list arrow, click This peint forward, then click 0K

2. Click the Home tab, select the Heading 1 style, type Tour Itinerary, press [Enter], then type the
first two paragraphs of text as shown in Figure B-11

3. Press {Enter] after the second paragraph, insert a table with 3 solumas and 17 rows, select the
table, change the font size of the text to ¥ pt and the line spacing to 1.5, enter the text shown in
Figure B-11, select the table, apply the Medium Shading 1 - Accent § table design (turquoise),
then use the pointer to modify the column sizes so the table appears as shown in Figure B-11

4. Click below the table, insert a column break, type and center the text as shown in the box at the
top of column 2 in Figure B-11, press [Enter] twice, select all the text from Tour Gost through
“..meals are not included.”, click the Page Layout tab, click Page Borders in the Page
Background group, click the Borders tab, click Box, click Options, set the From text Top and
Bottom settings to 4 pt, then click 0K twice

9. Click the last paragraph mark in column 2, press [Enter] three times, then enter the remaining
text for column 2 as shown in Figure B-11, pressing [Shiftl[Enter] after each line to insert manual
line breaks, and including your name where indicated

6. Insert a column break following your name, click the insert $ah, click the WardAst button in the
Text group, select the style in column 1, row 5 (the last row), type British {astie Tours on three
lines, select the Arial Black font, then click 8K

1.Set the Height of the WordArt object at 3", set the Width at 2.4", click the Shape Fill list
arrow [&7, point to Gradient, click More Gradients, click the Preset colors list arrow, select
Gold, then click 0K

8. Click to the right of the WordArt object to deselect it, press [Enter], click the inser tab, click the
Picture bution in the lllustrations group, navigate to the location where you store your Data Files,
double-click Tower.jpg, set the height of the picture at 2.7%, then center it

9. Right-click the picture, click Insert Caption, click New Lahel, type Tower of London, click OK, ver-
ify that the Exclude label from the Caption checkbox is not selected, click 0K, then press
[Backspace] three times to remove the “1” and the extra spaces

10.Compare page 2 to Figure B-11, make any spacing adjustments required, check the spelling, save
and print a copy, then close the document
If possible, print the brochure on two sides of the same sheet of paper. If you cannot do so, place the
two printed pages back to back, staple them, then fold them so that “British Castle Tours” appears on
the front panel and the contact information appears on the back panel.



FIGURE B-11: Page 2 complele
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